Requesting New User Roles

Introduction This guide provides the procedures for requesting new user roles in Direct
Access. Please allow 24 hours after PPC approval to see the updated roles
in DA.

Procedures See below.

Step Action

1 From the Requests tab, click the User Access Request link in the Self Service
Requests pagelet.

My Page Self Senvice | Requests |
Self Service Requests =
Submit an Absence Reguest Wiew My Absence Reguests
Submit & Delegation Request Wiew My Requests (all types)
Uszer Access Request Submit a Drill Request

2 The User Access Request page will display. Click the Initiate Request button.
User Access Request

This page is used to reguest user access to the Direct Access system. This page can be used to add additional roles or delete existing|
roles. The request must be approved by appropriate authority.

User ID: 1234567 Jessica Rabbit

Initiate Request ~ {

Wany of these roles either require special routing or additional documents in arder for the role to be granted. Review the Personnel
and Pay Procedures Manual, PPCINST M1000.2 (senes), Chapter 2, for additional guidance.

3 The member’s current roles and functions (if any) will display. When members
PCS, their roles are reset to Self Service only.

User Access Request
Request Details

User Access Request For: 1234567 Jessica Rabbit

Request ID: Request Status:

Customize | Find | View 0 | B | 38 Fist B 4 0710 10 Lot

Role Name Role Description

[+ Current Functions Customize | Find | View a1 | B | 2 Fst B g o1 O st

Function Name Function Description

Continued on next page



Requesting New User Roles, Continued

Procedures,
continued
Step Action
4 Select the Functions that the position requires.

" Add Functions Customize | Find | view3 | B | 2 First K 4505 I Last
Add Function Function Name

ind CG Admin Technician

] CG CGIS Investigator

O CG SPO Auditor

] CG SPO Technician

] CG Training Officer

5 Use the lookup and the plus sign to add additional roles.

Customize | Find | View 20 | B | 35 st BT 074 17 Last

Role Name Role Description

|CG_UA_COORDINATCR |Q I Urinalysis Coordinator El =]

6 Once all functions and roles have been added, enter the Justification for the
request, enter the Approver’s Emplid or use the lookup to select it, check the
Acknowledgement box and then hit Submit for Approval.

Approver Selection

*Justification:| | just reported to this unit and need Admin roles. | have also been designated as the Urinalysis Coordinator.

*Approver ID:| 7654321 “.) Roger Rabbit Position: 00007907 - ADMIN/PERS SUPPORT

| ] Acknowledgement:] | understand that | am authorized to access the Direct Access system and that accessing it for purpose beyond the Scope of

Autharization i a violation of Federal law (18 U.S.C. 1030 et al) (Note: Refer o the Automated Information Systems (AlS) User
Acknowledgement Form (CG-5500A) which is reguired for all U.S. Coast Guard AlS users it contains the full Scope of
Authorization and Acknowledgement.)

| Submit for Approval I

Continued on next page



Requesting New User Roles, Continued

Procedures,
continued
Step Action
7 Once submitted, a notification email will be sent to the approver.

From: DoMNotReplvi@direct-access.us

Sent: Tuesday, June 07, 2016 12:48 PM

To: Rabbit, Roger

Subject: [Non-DoD Scource] User Access Request - Waiting Approval

[User access request has been waiting for vour approval.

F.equested For : Jessica Rabbit
Request ID - 0000032

Once they approve it, the request is forwarded to PPC for final approval.

Upon final approval, this email notification will be sent to the requester:
From: DoMNotReplv@direct-access.us

Sent: Tuesday, June 07, 2016 9:55 AM

To: Rabbit, Jessica

Subject: [Non-DoD Source] User Access Request - Approved

'Y our user access request has been approved.

F.equested For : Jessica Rabbit
F.equest ID - 0000025

If the request is denied by either the first approver or PPC, this email notification
will be sent to the requester:

From: DoMotReplv/@direct-access.us

Sent: Tuesday, June 07, 2016 11:06 AM

To: Rabbit, Jessica

Subject: [Non-DoD Source] User Access Request - Denied

Y our user access request has been denied.

Fequested For : Jessica Rabbit
F.equest ID - 0000029




